
APPLICATION FOR RECORDS RETENTION SCHEDULE -? 
I, 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing th is  form. Forward signed original to , 
Department of Archives and History, Records Management *Division. 330 Capitol Avenue. Atlanta, Georgia, 30334, 
Attention: Schedulina Section. 

OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 
DEPARTMENT ARCWIVES AND HISTOR' 

FOR AGENCY USE 
lbpliation Data 

- , 
4pplication Number 

1. Agency Address FOR RECORDS MANAGEMENT USE 
Application Number 

D i v i s i o n  of  Planning & Programming 

No. 2 Cap i to l  Sauare Data R~csivad QPP. b m P l a d  
Department o f  T ranspor ta t ion  3-901. 

1. Record Series Description 

Documentsrelatingto: 

This fi le contains the following documents (include form numbers and titles, if my): 
Attach samples of the file. 

A1 1 areas of  r e s p o n s i b i l i t y  and i n t e r e s t  t o  t h e  D i r e c t o r  of  t h e  D i v i s i o n  

b. Dates of Series 
Earliest Latest 

1979 I present 

Includedare: Correspondence, memoranda and lega l  documents necessary t o  es tab l  i s h  po l  i c y  and 
procedures f o r  the  D iv is ion ;  and, speeches g iven by t h e  D i r e c t o r  as an o f f i c i a l  
rep resen ta t i ve  o f  t he  Department of  Transpor tat ion.  

5. Records Series Title (followed by tide used in office; if different) 

Planning & Programming D i r e c t o r ' s  Subject F i l e  

F i l e  i s  arranged: 1 )  General, a lphabe t i ca l  by subject ;  2) Speeches, a lphabet ica l  by sub jec t ;  
3)  State-Aid, a lphabe t i ca l  by county; 4)  Sta te  System, a) DOT D i s t r i c t  1-7 
b) County, a lphabe t i ca l .  

3. Monthly Referena Rate , How often are records referred to wmch are: 
1 One to six months old 3 ; Seven to twelve months old 1 ; Thirteen to twenty-four months old 

twenty-five months and older 1 ? 
--- 

Letter-size drawers ; Legakize drawers 5 ; Shelves ;Other (rpaitL/ 
3. Annual Rats of Accumulation of Remrds 

-. 
R-50-71; Rev. 7S (OW) 



11. Rotention Rquiremnts The following requires the series to b kept: 

3 years. a. State Law years. 
b. Statute of limitation years. e. Administrative need PERMANFNT years. 
c. Federal law years. f. Federal retention inmuaions yean. 

Attach copy or excerpt of l a m  or regulation;: Explain administrative need. 

d. &&period ,n.SfPalXu& 

- - 

. . . . .  .- ~ - -  ..~ . .  
~~ 

Y 

I2 ADoroved - ,  - Disposition ..  In-structions This ,agency recommends..eat ;he  file^ . . .  

. . . .  - .  - ~ - %8 Calendar Year; d Fi& . .  rear; 0 Other - then, . .  

~ . . ~ .  I .  . .  . -  . . . . . . . . .  . . .  3 -  . . 
.~ 

, .  . . -  .~ 

.~ . .  . . -  yeads); then .~ 
Hold in the current files area month(s) 2 

0, Transfer to local holding area, hold 

13 Destroy. 

0 Other (Specitjd 

yeads); then 
Transfer to State Records Center; hold A -yearb); then 

W Transfer to State Archives for permanent retention. 

. - -  
~ . _ .  . . .  . .  ~. . _ . _ _ _  . . 

. .  . . .  . . . .  _ .  . .  - .  . -  . . .  . . .  . .  - . -  
- .  

. . . . . . . .  . .  . . . . . . . . . .  - 
~~ 

., ~ - ~ ~ 

. -  . .  

. - . .  
. .  . -  - .  - .  . .  . .  .~ - .  

; . 
Theis i'nstru&ions applyto a l l  priot i n d  futuie a'wniulations of the -series; - .  .. . i .  .... , , .  

?e LA mendations in para- 
Faph 12 are approved. 
'If disapproved, attach letter 
vf explanation.) 

Attorney Genera l/Designee 
R-5-71; Rw. 7 6  


